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HOJIOXKEHUE 5
Ob AIMNHUCTPATMBHO-XO3AMCTBEHHON YACTHU

1. OBIIME ITOJIOXXEHHMA

1.1.

1.2.
1.3.

14.

1.5.

1.6.

Hacrosimee monoxeHue onpenesser Ha3HauCHUE, e, 3a1a4u, PyHKIUH, TIpaBa,
OTBETCTBEHHOCTb U OCHOBBI JICATEIIHHOCTH aIMUHUCTPATHBHO-X03s1{CTBEHHOM YacTH (J1ajee -

AXY) I'BIIOY «Camapckoe xynoxxectBenHoe yuunuuie uM. K.C. IlerpoBa-Boakuna» (nanee -
00).

AXUY ocymiecTBiseT aAIMMHUCTPATUBHO-X03sIiICTBEHHOE obecnieuenue nesrenbHoctu 00.

AXUY sBnsieTcss CaMOCTOSITENIbHBIM CTPYKTYPHBIM IOAPA3ACIEHUEM OPraHU3aLuN U
MOAYUHSAETCS HETIOCPEICTBEHHO €€ PyKOBOIUTENIO WIIM OJHOMY M3 €ro 3aMecTuTele. B
3aBHCUMOCTH OT CIIEU(PHUKHN U 00beMa JAeATEIbHOCTH OPraHU3al1, YUCIEHHOCTH €
pabOTHUKOB, KOJIMYECTBA U IUIOIIA/IeH 3JaHUIM U TOMEILLEHUH, B KOTOPBIX PACTIONOKEHbBI
MOJIpa3/IeIeHusl OpraHU3alM1, TEXHUUECKOro 000py10BaHus (JTIUQTHI, OCBEIIEHHE, CHCTEMBI
OTOIUICHHUS, BOJIOCHA0KEHUS, BEHTUJISILIMU U T.J.) B COCTaB aAMUHUCTPATUBHO-X035HCTBEHHON
CITy>KOBI MOTYT BXOJIUTh Ha MpaBax CTPYKTYPHbIX oapazeneHuit AXY paznuuHble
TEXHUUYECKHE U IKCIUTyaTallMOHHBIE CITYXObI, MACTEPCKHUE, CKJIAJIbl, Tapax, KOTeIbHasl, 010po
MIPOIYCKOB, OOLIEKNUTHE, CTOIOBAS U T.J.

B cBoeit nearenbHocTi AXY pyKoBOJCTBYETCS IEHCTBYIOIIMM 3aKOHOAATEIBCTBOM,
HOPMAaTUBHO-IIPABOBBIMU aKTaMHU YU METOJUYECKMMHU MAaTEPUAIAMHU I10 XO35CTBEHHOMY
00CITyKMBaHUIO, HOPMaMH U MIPaBUJIAMU COJIEPKaHHUs, IKCIUTyaTallui U PEMOHTA 3aHUH,
TEXHUYECKOTO 000py10BaHMsI, HOPMATUBHBIMHU JIOKyMEHTaMHU MO COOJIIOIEHUIO CAaHUTAPHO-
MIPOTUBOAHIEMUYECKOTO PEKUMA, IPOTUBOMOXKAPHOI 0€30MaCHOCTH U TEXHUKHU
0€30MaCHOCTH, OPTaHU3ALIOHHO-PACIOPSAUTENbHBIMU JoKyMeHTaMu 00 1 HaCTOSAIIMM
IOJIOKEHHEM.

HestenpHocTh AXY oCylIECTBIIAETCS HA OCHOBE TEKYILErO ¥ MEPCIEKTUBHOTO TUIAHUPOBAHNUS,
COUYETaHMsI €TUMHOHAYANINS B PEIIEHUH BOIPOCOB CIYKEOHOM AESITeTbHOCTU U KOJIJIETHATbHOCTH
IpU UX 00CYXIEHUH, IEPCOHATIBHON OTBETCTBEHHOCTH paOOTHHUKOB 32 HaJyIexallee
UCTIOJTHEHUE BO3JIOKEHHBIX Ha HUX JIOJDKHOCTHBIX 00S3aHHOCTEN M OT/IENIbHBIX MOPY4YEeHUI
3amectutens qupektopa no AXY (pykoBonutens AXY).

3amecturens qupekropa no AXY u apyrue pabotHuku AXY HazHA4alOTCS HAa JOJDKHOCTH U
OCBOOOXKTAFOTCS OT 3aHUMAEMBIX JIOJDKHOCTEH TIprKa3oM nupektopa 00 B COOTBETCTBHH C



JICACTBYIOIIUM 3aKOHOAATENHCTBOM PO.

1.7. Kanudukanuonnsie TpeboBanus, GyHKIIMOHATBHBIE 00S3aHHOCTH, ITPaBa, OTBETCTBEHHOCTh
3amectuTens nupektopa no AXY u apyrux padbotaukoB AXY peraaMeHTHPYIOTCS
JOJDKHOCTHBIMH MHCTPYKLMSIMU, YTBEpKAaeMbIMU tupekTopom 00.

1.8. AXY Bo3riaBiseT 3aMeCTUTENb JUPEKTOPA, Ha IOJDKHOCTh KOTOPOT'0 Ha3HAYaeTCsl JIUIIO,
UMeIoIIee BhIcIIee MpodeccnoHaIbHOE 00pa30BaHNE U CTaXK PAOOTHI MO CHEIHATLHOCTH HE
MeHee 2-X JIET

1.9. 3amecTurens qupekropa mo AXY:

— PYKOBOAMT Bcell aearenbHocThi0o AXY, HeceT nepcoHaabHYyI0 OTBETCTBEHHOCTD 32
CBOEBPEMEHHOE U KaUEeCTBEHHOE BBIIIOJIHEHUE BO3JIOXKEHHbIX HAa AXY 3a1a4 U QyHKIMIA;

— OCYUIECTBJISIET B IIpeiesiaX CBOCH KOMIIETCHIIMK (DYHKIIMU YIIpaBiieHus (TUIAHUPOBAHHUS,
OpraHu3aIlii, MOTUBAIMH, KOHTPOJIS ), IPUHUMAET PEIICHUs, 00s13aTebHbIC IS BCEX
paboraukoB AXY;

— pacrpenensieT QyHKIMOHAIbHbIE 00S3aHHOCTH U OTJEJIbHbBIE IOPYUYEHUS MEKIY COTPYIHUKAMU
AXY, ycTaHaBiIMBaeT CTENEHb UX OTBETCTBEHHOCTH, IIPU HEOOXOIMMOCTH BHOCHUT
npeiokeHus pykooautento OO 00 n3MEHEeHHH JODKHOCTHBIX HHCTPYKIUN TOAYNHEHHBIX
eMy paOOTHHKOB;

— BHOCHT PYKOBOJICTBY OpTraHU3all1H [IPEUIOKEHUS 110 COBEPLUICHCTBOBAHUIO paboTel AXY,
ONTHUMU3ALNY €€ CTPYKTYPHI U IITATHON YMCICHHOCTH;

— Y4YacTBYeT B NMEPCIIEKTHBHOM U TEKYyIIIEM IUTAHUPOBAHHUH JesiTeIbHOCTH AXU, a Takxke
MOJITOTOBKE MIPUKA30B, PACIIOPSDKEHHI U HHBIX JOKYMEHTOB, KaCarOIIUXCS BO3JIOKCHHBIX Ha
AXUY 3anad u QyHKINH;

— TIPUHUMAET HEOOXOAMMBIE MEPHI JUIsl YIyUIIEHHU MaTepUaIbHO-TEXHUUECKOTO 1
UH(POPMALIMOHHOTO 0OecrieueH s, yCIOBUN TPy/1a, MOBBIIIEHUS PO(PECCHOHATBHOM
NoAroToBKU paboTHHKOB AXY;

— y4acTBYET B nojoope u pacctaHoBke kaapoB AXY, BHocuT pykoBoacTBY OO mpeiokeHus o
MOOIIPEHNH M HAIOKEHUH TUCIUIUIMHAPHBIX B3bICKaHUN Ha paboTHHKOB AXY, HanpaBiieHUH
UX Ha NEPErnoAroTOBKY U MOBBIIICHHE KBaU(DUKALINH;

— COBEPIIEHCTBYET CUCTEMY TPYJ0BOH MOTUBALIMH paO0THHKOB AXY;

— OCYHICCTBJISICT KOHTPOJIb UCIIOJTHCHUS NOJYUMHCHHBIMA €EMY pa6OTHI/IKaMI/I CBOHUX JOJIDKHOCTHBIX
00s13aHHOCTEH, COOTIOIEHUS TPYI0BOM NUCIHUILUIUHBI U AesTelibHOCTH AXY B 11e510M.

1.10. B nepuoz oTcyTcTBUA 3aMecTuTeNs AUpeKTopa no AXY ero 00s3aHHOCTH UCTIOJIHSAET
Ha3HaYeHHBIN npuka3zoM pykooutens OO apyroit paboTHUK.

1.11. 3amectutens aupekTopa no AXY uiau JUI0, UCTIOMHSIOIIEE ero 00s3aHHOCTH, UMEIOT IPaBo
MOJINKCHU JOKYMEHTOB, HanpasisieMblx oT uMeHH AXY no Bonpocam, BXOJISIIUM B €€
KOMIIETEHIIMIO.

1.12. AXY ocymiecTBIIsSIeT CBOIO ACATEIBHOCTD BO B3aMMOICHCTBHIH C IPYTHMH CITy>)KOaMH U
CTPYKTYPHBIMU ITOAPA3IEIICHUIMH OpraHU3alliuy, a TAKXKE B MPEeIaX CBOEH KOMIIETEHIIUU CO
CTOPOHHUMU OpPTaHU3AIHUSIMH.

1.13. 3a HeHaaexaiiee UCIIOTHEHHE TOMKHOCTHBIX 00S3aHHOCTEH U HapyIICHUE TPYA0BOI
TUCIUTITUHBI pa00oTHUKKM AXY HECYT OTBETCTBEHHOCTH B MOPSAKE, TPETYCMOTPEHHOM
JEHUCTBYIOLIMM 3aKOHO/IATEILCTBOM.

1.14. Hacrosiee nonoxeHue, CTpyKTypa u mratHoe pacnucanue AXY yTBepxaatorcs
pyxoBoguteseM OO.



2. OCHOBHBbIE 3AJJAYN AXY

2.1. AAMUHHCTPATUBHO-XO3HCTBEHHOE 0OecTIeueHNE IeATEIbHOCTH OPraHu3aluu: TEXHUYECKOE
o0CTyKMBaHUE 3aHMIA, TOMEIICHHUH, 000pyI0BaHUSs (CUCTEM OTOILJICHHS, BOJOCHAOKCHHSI,
BEHTWJISILINH, SIEKTPOCETEN U T.11.), IFITAHUPOBAHHUE, OpPTraHU3aUsl 1 KOHTPOJIb MPOBEACHUS UX
TEKYIIUX U KallUTaJIbHBIX PEMOHTOB, CHA0KEHUE MEOEIIbI0, XO3SIMICTBEHHBIM HHBEHTAPEM,
CpeICTBaMHU MEXaHU3ALUU UHKEHEPHOTO U YIPABICHUECKOT0 TPYyAa, OpraHU3aIlHs
TPAHCIIOPTHOTO OOECTICUYCHHUS U OXPAHBI.

2.2. Oprann3anroOHHO-METOIMUECKOE PYKOBOACTBO U KOHTPOJIb ACATEILHOCTH CTPYKTYPHBIX
nonpasnenenuit OO 1o Bompocam X03sHCTBEHHOTO 00CITy)KUBaHUS, PAIIHOHAIIBHOTO
UCIIOJIb30BAHUS MAaTEPHAIBHBIX U (PMHAHCOBBIX PECYPCOB, coxpaHHocTH codcTBeHHOCTH OO.

2.3. [loaroroBka u NpeACTaBICHNUE PyKOBOACTBY HH()OPMAIIMOHHO-aHATTUTUYECKIX MaTEPHUaIOB O
COCTOSIHMU M IEPCTIEKTUBAX Pa3BUTHUS XO35HCTBEHHOrO obecnieueHus aesteabaoctu OO,
pa3paboTKa IpeI0KCSHHIA 110 COBEPIIICHCTBOBAHUIO CITy K061 AXUY.

2.4. CoBeplICHCTBOBaHHME U BHEPEHUE HOBBIX METOJIOB OpraHU3alluu paboThl, B TOM YHCIIE Ha
OCHOBE HCIIOJIb30BAHUSI COBPEMEHHBIX HH()OPMAIIHOHHBIX TEXHOJIOTHIA.

2.5. yacTue B MOATOTOBKE M UCIIOJIHEHUH YIIPABICHUECKUX PEIICHUN PYKOBOACTBA MO BOIIPOCaM
aIMUHHUCTPATUBHO-XO03SIMCTBEHHOTO o0Oecreuenus aesreabnocta O0.

2.6. KonTposs B mpenenax cBoeii KOMIETEHIIUH 3a COOTI0IEHUEM CaHUTAPHO-
POTHUBOSIHIEMUYECKOTO PEXKHUMA, PABUII IIPOTUBOMOKAPHOHN O€30I1aCHOCTH, HOPM TEXHUKHU
0€30MaCHOCTH, CBOEBPEMEHHOE PUHATHE HEOOXOIUMBIX MEp MPH BBISIBICHUH (DAKTOB MX
HapyLICHUS.

2.7. Benenne npeayCMOTPEHHOM JEHCTBYIOIIMMHI HOPMAaTHBHO-TIPABOBBIMH aKTaMHU
COOTBETCTBYIOIEH JOKYMEHTALUH, ITPEIOCTABICHNE B YyCTAHOBJIEHHBIE CPOKH CTaTUCTUYECKON
1 uHOW nHpopmanuu o aestensHoct AXY.

2.8. Pemmenne nHBIX 3aa4 B COOTBCTCTBHUU C LICIIKIMU OpraHU3alluu.

3. OCHOBHbIE ®YHKIIMN AXY

3.1. [InanupoBaHue, OpraHu3aIs 1 KOHTPOJIb aIMUHUCTPATUBHO-XO3IHCTBEHHOTO 00ECIICUeHUS
nearenpHoctu OO0,

3.2. XozsiicTBeHHOE 00CTyKMBAaHUE M 00CCIICUCHIE HAICKAIIECTO COCTOSHUS B COOTBETCTBUH C
MpaBWJIaMU U HOPMaMH MPOU3BOICTBEHHON CAaHUTAPUU U TIPOTHUBOMOKAPHOM 3aIIUTHI 31aHUN U
MMOMENIEHUH, B KOTOPHIX PACIIOJIOKEHBI MOPA3ICICHIS OpraHU3alui, KOHTPOJIb UCTIPABHOCTH
o0opynoBaHus (OCBEUICHUS, CUCTEM OTOTICHUS, BEHTHIIALIUHU U JIp.).

3.3. Yuactue B MHBEHTApHU3AINH 3JaHUH, IIOMEIEHH, 000PYI0BaHUS B IEJSIX KOHTPOJISI UX
COXPAaHHOCTHU U TEXHUYECKOI'O COCTOSIHUS.

3.4. IinannpoBaHUE TEKYIIUX M KAITUTATHLHBIX PEMOHTOB OCHOBHBIX (DOHIOB (37aHH, CHCTEM
BOJOCHA0XKEHUS, BO3AYXOIMPOBOIOB U APYTUX COOPYKEHHUI ), COCTABIIEHUE CMET
XO3SIMICTBEHHBIX PacXO0B.

3.5. PemoHT HOMCMCHHﬁ, KOHTPOJIb Ka4€CTBa BBIMTOJIHCHUSA PEMOHTHBIX pa60T.

3.6. ObecrieueHne MoIpa3/ICIICHN OpTaHU3AIMA MEOCITbI0, X03HCTBEHHBIM HHBEHTAPEM,
CpeACTBaMHU MEXaHHM3AIMU MHKEHEPHOTO U YIPABICHYECKOTO TPY/1a, KOHTPOJIb UX
PalMOHAILHOTO MCIOIb30BaHUsI, COXPaHHOCTBIO, TPOBEICHHUEM CBOCBPEMEHHOTO PEMOHTA.

3.7. OdopmieHre He0OXOTUMBIX TOKYMEHTOB JUIS 3aKIFOUYEHUS JOTOBOPOB HA IIPOBEJCHHE paboT U
OKa3aHue yCIyT CTOPOHHUMU OpPTaHU3aALUSIMH.

3.8. [NonmyueHne u XpaHeHUE KaHLEIAPCKUX MPUHATISKHOCTEH, X0351iCTBEHHBIX MaTepPHAaJIOB,



o0opy10BaHus1, MHBEHTaps1, O0ecrieueHne UMH CTPYKTYpHBIX noapaznenenuid OO, yyet ux
pacxoJI0BaHUs U COCTaBJIECHUE YCTAHOBIEHHON OTUETHOCTH.

3.9. KoHTpoJb parimoHaibHOTO pacXxoI0BaHUS MaTepUaioB U (PMHAHCOBBIX CPEJCTB, BBIICISIEMbBIX
JUIA XO3SIUCTBEHHBIX LICIICH.

3.10. bnaroycTpoiicTBO, 0O3eeHeHHE, yOOpKa TEPPUTOPHH, MIPA3THUYHOE XYI0KECTBEHHOE
odopmiieHne dacagoB 3aHUHN U IPOXOIHBIX.

3.11. Xo3siicTBeHHOE 00CITYKUBAaHHUE IMPOBOJIMMBIX COBEIIAHMH, KOH(MEPEHIINH, CCMUHAPOB H
JAPYTUX MEPOIPUATHH.

3.12. Opranuzanus TpaHCIIOPTHOTO 00ecIeueHus AesITeIbHOCTH opranu3anuu. [Ipu orcyrcTBUM
COOCTBEHHOT'O aBTOTPAHCIOPTA MOJTOTOBKA JJOTOBOPOB HA TPAHCIIOPTHOE OOCITY>KUBAaHHE
CTOPOHHUMU OpPTaHU3AIUSIMH.

3.13. B cOOTBETCTBHH C ACHCTBYIOLIMMH MTPABUIAMH U HOPMAaTHBAMH OPTaHU3ALUs SKCILTyaTalluyd 1
CBOEBPEMEHHOT'O PEMOHTa TEXHUYECKOT0 000PYA0BaHUS (IIEKTPUIECKUX CETEH, CUCTEM
OTOIUICHHUS, BEHTWISLIUY U T.[1.), OecriepedoiiHoe obecrieueHne 31anuil u nomemenuii OO
AIIEKTPOIHEPTUEH, TETIIOM, BOAOH, KOHTPOJIb HX PAllMOHAIBHOTO PACXOJOBAHHMS.

3.14. Opranun3zanus u obecrieueHre MPOMyCKHOTO pekuMa (IIpy OTCYTCTBUH B OPTaHU3AIIUH CITYKObI
0€30IaCHOCTH ).

3.15. Opranu3zanus ¥ KOHTPOJIb IEATEILHOCTH CKJIAZ0B aIMUHUCTPATUBHO-XO035IICTBEHHOMN CITY>KOBI.

3.16. IIpoBenenne HMHPOPMALTMOHHO-PA3BICHUTEILHON padOTHI CpeId PAOOTHHUKOB OpraHU3AIINH,
HaIpaBJICHHOW Ha 00eCTIeYeHNe COXPAHHOCTH U COJICPIKAHUS B UCIIPABHOM COCTOSTHUM 3IaHHA,
MOMEIICHUH ¥ UMYIIIECTBA OPTaHU3aI|H, OEPEIKHOE OTHOIIECHHE K 000PY/IOBAHUIO U SKOHOMHOE
HCIOJIb30BAHNE MATCPUATBHBIX U SHEPIETHUECKUX PECYPCOB (IEKTPOIHEPTHH, TEIIa, BOIBI,
KaHIEJIPCKUX TPUHAIICKHOCTEH, PACXOAHBIX MAaTEPHAJIOB U T.1I.).

3.17. TIlpoBeneHre MPOTHBOIIOKAPHBIX M MTPOTHBOAIHIEMHYECKUX MEPOTIPUSATHH.

3.18. OcymiecTBieHue B Mpeaenax CBOSH KOMIETEHIIMY MHBIX (DYHKIIMI B COOTBETCTBUU C IENSIMU U
3a/1auaMy OpraHu3aIuu.

ITPABA 1 OTBETCTBEHHOCTD
4.1. AXY umeeT npaBo:

— [OJy4YaThb MOCTYMArMmue B OpraHnu3alvio 10KYMCEHTBI U HHBIC I/IH(l)OpMaIII/IOHHI)Ie MaTepHrabl
10 CBOEMY HpO(i)I/IJHO ACATCIBbHOCTH JJI1 O3HAKOMIICHUSA, CUCTEMATU3UPOBAHHOT'O YUCTa U
HCIIOJIBb30BaHUs B pa60Te;

— 3alpalluBaTh U NOJIy4yaTh OT pykoBoautene OO u ee CTpYKTYpHBIX MOApPa3IeIeHUN
uH(pOopMalKIo, HEOOXOJUMYIO JUIsI BHIITOJIHEHHUS BO3JIOKEHHBIX Ha Hee 3a7a4 U (PYHKIIHIA;

— OCYIIECTBIISIThH B IpeJiesiax CBOEH KOMIETEHIIMU ITPOBEPKY M KOOPIMHAIUIO AESITETbHOCTH
CTPYKTYPHBIX OJpa3IeNIEHHH 110 BOIPOCaM aJIMUHUCTPATUBHO-X035IIICTBEHHOTO 00ECTIeUeHHMH,
0 pe3ysbTaTax MpPOBEPOK JOKIAAbIBATh PYKOBOJACTBY OpraHU3AIINH;

— BHOCHTH MPEAJIOKEHUS IO COBEPLUICHCTBOBAHUIO OPM U MeTO10B padoTl AXY u
OpraHU3alu B LEI0M;

— y4acTBOBaTh B OAOOPE U PaCCTaHOBKE KaJpOB IO CBOEMY MPODUITIO JeSTENbHOCTH;

— BHOCHTb IIPEUIOKEHUs pykoBoAcTBY OO MO MOBBILIEHUIO KB (UKAIIMH, TTOOIPEHUIO U
HAJIOKEHUIO B3bICKaHUI Ha paOboTHUKOB AXY U Ipyrux CTpyKTYypHBIX MOJIpa3aeaeHui
OpraHu3aIUM [0 CBOEMY MPOQUITIO IEATEIbHOCTH;

— Y4acTBOBATb B COBEIIAHUAX IIPH PACCMOTPEHUHU BOIIPOCOB XO3sICTBEHHOT0 00eCTIeYeHus



JESATeTLHOCTH OpTaHU3alluH.
4.2. 3amectutens aupekTopa no AXY HeceT nepcoHalbHYI0 OTBETCTBEHHOCTD 3a:
- BBITIOJIHEHHE BO3JIOKEHHBIX Ha AXY QyHKIIMN 1 3a71a4;

- opranu3zaiuio pabotsl AXY, cBoeBpeMEeHHOE U KBATU(DUIIUPOBAHHOE BBHITIOTHEHUE
IIPUKA30B, PACIOPSKECHUH, [IOPYUYECHHUN BBILIECTOSIETO PyKOBOJCTBA, ACHCTBYIOIINX
HOPMAaTHUBHO-IIPABOBBIX AKTOB I10 CBOEMY IPOGIIIO AEATEIbHOCTH;

- paroHaibHoe U 3PPEKTUBHOE UCIIOJIb30BAHNE MaTepUaIbHBIX, PUHAHCOBBIX U KaJPOBBIX
peCypcoB;

— COCTOSIHHE TPYJAOBOM M UCIIOJIHUTEICKOU TUCHUILTUHBI B AXY, BBINIOJIHEHUE €€
pabOTHUKAMU CBOMX (YHKIIMOHAIBHBIX 00sI3aHHOCTEH;

— cobmoaeHue padoTHruKkaMu AXY npaBuiI BHYTPESHHETO paclopsiaKa, CAHUTapHO-
MIPOTUBOAITHIEMUOJIOTHISCKOTO PEKUMA, TPOTHBOTIOXKAPHOH 0€30MaCHOCTH U TEXHUKHU
0€e30I1aCHOCTH;

— BEJICHNE JJOKYMEHTAIMH, IIPElyCMOTPEHHON JEHCTBYOLIMMU HOPMATUBHO-TIPABOBBIMU
JIOKYMEHTaMU;

- IIPEOCTABIICHNUE B YCTAHOBJIEHHOM IOPSAAKE JOCTOBEPHOM CTaTUCTUYECKON M MHOU
uHpopmaruu o nesreabHocTH AXY;

- roToBHOCTh AXY K paboTe B yCIOBHAX YPE3BBIYAMHBIX CHUTYyalNH.
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